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	REPORT WRITERS’ HELPFUL HINTS & REMINDERS

	OQP Report Template
	


	Use Active Voice
	Passive voice
	Retirement benefits are paid by SSA.

	
	Active voice
	Our agency pays retirement benefits.

	Sentences and Paragraphs
	· Use simple, clear language.  Avoid using big words where simple words will make the meaning clearer.
· Keep sentences and paragraphs short.  If a sentence runs more than several lines, consider dividing it into two separate sentences.

	Bulleted Lists 
	· When the list items are one word (e.g., red, blue, yellow), we recommend no punctuation.  
· When the items are full sentences, we recommend periods.  
· When the list includes "and" or "or" before the last item, we recommend commas for short list items and semicolons for longer items.  Example:  
The claimant must present one of the following:
0. A family Bible;
0. A marriage certificate;
0. A statement from a witness to the ceremony; or
0. A deed or rental agreement.

	Tables
	· Consider using tables to organize information and reduce the amount of narrative.
· With the exception of prepositions, capitalize each word in table labels.

	Be Accurate  
	Use the spell check and grammar check functions available in Word or in Outlook.


	Punctuation Marks
	· Use two spaces after a period at the end of a sentence or after a colon.
· Use one space after commas or semicolons.
· Use commas between independent clauses unless the clauses are very short 
· Type punctuation marks (e.g., commas, periods, question marks) inside quotation marks.
· Never punctuate between the month and the year unless a day is involved. 
Example: January 2009 and January 7, 2009. (“January, 2009” is incorrect)

	Acronyms
	· Do not use or define an acronym in the title of the report.
· Define an acronym the first time in the report body; then use the acronym throughout the rest of the report.
· Do not use the acronym or abbreviation if you refer to the subject only once.

	Numbers 
	· Spell out numbers under 10, except when expressing money or measurement.  However, if two or more numbers appear in a sentence and one of them is 10 or more, use figures for each number.
· Make sure the numbers in tables or charts add up.
· Right justify numbers in a table.

	Report Font
	Arial 11


	Footnotes
	Footnote font sizes should be two sizes smaller than the font size used in the body of the report.    Arial 9

	
Where we use:
	Replace with: 

	OQP
	we, our, us


	SSA
	we, our, us or “the agency” as appropriate


	individual
	beneficiary, applicant, or claimant 


	SSA’s website
	[bookmark: _GoBack]“our website” or “the website”


	OQP’s website
	“our Intranet site”


	%
	Percent


	T2 or T16
	Title II or Title XVI  (SSA Acting Commissioner’s preference) 


	FY 12 or FY12
	FY 2012 


	FY or title
	Use a hard space to keep the number on the same line as FY (e.g., FY 2011) or title (e.g., title II).   Hard Space - Hold the control and shift keys along with the space bar.


	state
	Capitalize “State” as directed in the QUICC Guide


	and/or
	or


	Data is . . . 
	Data are . . .  (“Data” is plural.   “Datum” is singular.)
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